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INTRODUCTION

As English develops its role as an International Language, so the importance of the
use of English in Business Communication world-wide increases. Materials and
methodologies in the area of Business English flourish, but there appears to be
relatively littie academic research in the area of English for Business.

It was to encourage research in this area that this bibliography was produced. It
covers a period from 1988-92 and is the result of searches for articles and theses
covering the area of business and communication. The bibliography is divided into
two main areas, that dealing with research from a ianguage and communication
perspective, and that looking at the issues more from a business or management
viewpoint. The two areas inevitably overlap and readers may disagree occasionally
over the classification and the various sub-classifications that have been adopted.

Drawing up the bibliography itself has already produced some interesting findings.
Firstly, there does not seem a great deal of research available in English for
Business Communication, and most of it appears to emanate from USA. Some
areas appear more popular than others, for example, effectiveness of
communication, cross-cultural studies, and gender studies appear to be important as
measured by the references produced. More research appears to have been done on
written communication, maybe because this is an area where tolerance of error is
less, or maybe simply that data is e:sier to collect. Some 'genres' appear more
popular that others - little research lias been done on memo writing for example as
distinct from letter writing, perhaps because letter writing outside an organisation is
more important than internal communication such as memos.

The bibliography should be seen as complementary to other existing bibliographies.
Much of the general literature on ESP is relevant to work in business
communication; Paulinc Robinson's book on ESP is recommended, ('ESP Today’,
1991, Prentice Hall) as is the IATEFL BESIG Business English Materials update;
the RELC EBT Project has produced bibliographic maierials; and we are conscious
that there is research in languages other than English which should not be neglected.

There will obviously be gaps in the bibliography and we would welcome suggested
additions, as we hope to update the bibliography from time to time, and perhaps
provide abstracts in future.

Chris Kennedy

Julianna Dudas

Martin Hewings

November 1993

XXX
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If you have additions to suggest to the bibliography, please
send them to the address below and we will try to include

them in our next revised edition.

Thank you.

Chris Kennedy
Director
CELS

English for Business Bibliography

Centre for English Language Studies (CELS)
Westmere

University of Birmingham

Edgbaston

Birmingham

B15 2TT

Tel:- 021-414-3239
Fax:- 021-414-3298
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1.1

1.1.1

LANGUAGE-ORIENTATED RESEARCH

(Articles in this group generally derive from research done by linguists and
those interested in language/communication studies. Ph.D. and M. A.
theses on ‘Business Communication' have also been included here).

WRITTEN BUSINESS COMMUNICATION

General

Anson, Forsberg. 1990. 'Moving beyond the academic community:

transitional states in professional writing'. Written Commurication,7,2,
April, 200-231.

Buchholz, W.J. 1989. 'The Boston Study: analysis of a major

metropolitan business and technical-communication market' JBTC, 3,1:
5-35.

Cassidy, J.C. 1987. 'The role of the corporate speechwriter in public

policy spokesmanship'. Bulletin of the Association for Business
Communication, 50,2: 24-28.

Gerzymisch-Arbogast, H. 1989. 'The role of sense relations in translating
vague business and economic texts'. Paintbrush: a Journal of Poetry,
Translations, and Letters, Aug, 16: 187-195.

Hagge, J. 1989. 'The spurious paternity of business communication'.
Journal of Business Communication, 26,1: 33-55.

Hagge, J. 1989. 'Ties that bind: Ancient epistolography and modern
business communication'. Journal of Advanced Composition, 9,1: 26-44.

Hall, A. 1991. 'A cognitive language model for business writing'.
Dissertation Abstracts Int, May, 51/11: 3719-A. Order No. DA 910 9433.

Johns, A.M. 1980. "Cohesion in written business discourse: some
contrasts". ESP Journal, 1.1: 35-44,

Lipson, C. 1988. 'A social view of technical writing'. JBTC, 2,1: 7-20.
McCord, E.A. 1991. 'The business writer, the law, and routine
business communication: a legal and rhetorical analysis. JBTC,

5,2: 173-99.

Meyers, G.D. 1991. 'Thinking styles and the writing group'. Bulletin
of the Association for Business Communication, 54,1: 17-20.




1.1.2

Morrow, P.R. 1990. 'Varieties of business English: A linguistic analysis
of written texts'. Dissertation Abstracts International, Jan, 50,7: 2038A.

Navarat. 1990. 'Discourse anlaysis: a comparison of the business
journalism style of "The Wall Street" and "The Nation"'. Dissertation
Abstracts Int., A: The Humanities, May, 50,11: 3397-A .

Popken, R. 1991. ' A study of topic sentence use in technical writing'.
Technical Writing Teacher, 18,1: 49-58.

Salerno, D. 1986. 'An interpersonal approach to writing negative
messages'. Journal of Advanced Composition, 6: 139-49.

Schleppegrell, M and Royster, L. 1990. "Business English: an
international survey". ESPJ, 9.1: 3-16.

Tebeaux, E. 1992. 'Renaissance epistolography and the origins of

business correspondence. 1568-1640: implications for modern pedagogy'.
JBTC, 6,1: 75-98.

Webster, C.D. 1990. 'Readability formulas and textuality: an historical

perspective and critique'. PhD dissertation, Bowling Green State
Universiry.

Business Letters/Memos

D'Aveni, R.A. 1990. 'Crisis and the content of managerial
communications: a study of the focus of attention of top managers

in surviving and failing firms. Administrative Science Quarterly, 35,4:
634-57.

Dorrell, J.T. 1991. 'An analysis of the readability and style of letters

to stockholders'. Journal of Technical Writing and Communication, 21,1
73-83.

~ Hagge, J. and Kostenlnick, C. 1989. 'Linguistic politeness in

professional prose: a discourse analysis of auditor's suggestion letters, with
implications for business communication pedagogy'. Wrirren
Communication, 6,3: 312-39.

Jablin, F.M. and Krone, K. 1984. "Characteristics of rejection letters
and their effects on job applicants". Written Communication, 1.4: 387-406.

Jenkins, S. and Hinds, J. 1987. "Business letter writing: English, French
and Japanese". TESOL Quarterly, 21.2: 327-49,

McDonald, D. 1988. 'Dear somebody'. Bulletin of the Association for
Businzss Communication, 51.2: 235.




1.1.3

Selzer, J. 1989. 'Arranging business prose' In Myra Kogen (Ed).
Writing in the business professions. Urbana, IL: National Council of
Teachers of English/Association for Business Communication, 37-54.

Sims, B.R. and Guice, S. 1992. 'Differences between business letters
from native and non-native speakers of English'. Journal of Business
Communication, 29,1: 23-39.

Wells, B, and Spinks, N. 1991. 'Readability: theory and practice'.
Bulletin of the Association for Business Communication, 54,4: 46-47.

Wells, B, and Spinks, N. 1990. '"You attitude” and "naturalness”:
theory and practice’. Bulletin of the Association for Business
Communication, 53,3: 60-62.

Fax and Telex

Firth, A. 1991. 'Discourse at work: negotiating by telex, fax and
phone'. Ph.D. thesis, University of Aalborg, Departiment of Languages
and Intercultural Studies, Denmark.

Reports/Minuges

Hager, P.J. and Scheiber, H.J. 1990. 'Reading smoke and mirrors: the
rhetoric of corporate annual reports'. Bulletin of the Association for
Business Communication, 54,2: 22-23.

Novak, M.A. and Stadt, R.W. 1989. 'Training directors' priorities
regarding written business communication deficiencies of secretarial

and managerial personnel'. Journal of Studies in Technical Careers,
11,4: 305-13.

Williams, J.L. 1989. 'Manager perceptions of the nature of business
report preparation within the apparel industry'.Ed.D. thesis, University of

Georgia.

Effectiveness and Reader Response

Blyler, N.R. 1991. 'Reading theory and persuasive business
communications: guidelines for writers'. Journal of Technical Writing
and Communication, 21,4: 383-96.

Bayless, M.L. 1988. 'Perceptions of college business communications
instructors and businesspersons regarding effectiveness of selected
paragraphs in business letters'. Ed.D. thesis, Oklahoma State University.




Campbell, K.S. 1990. ‘'Explanations in negative messages: more insights
from speech act theory'. Journal of Business Communication, 27,4: 357-75.

Campbell, K.S. et al 1990. '"You" - perspective: insights from

speech act theory. Journal of Technical Writing and Communication,
20,2:189-99.

Charney, D. and Rayman, J. 1992. 'How writing quality influences

readers' judgements of resumes in business and engineering'. JBTC,
6,1: 38-74.

Charney, D. and Rayman, J. 1989. 'The role of writing quality in
effective student resumes'. JBTC, 3,1: 36-53.

Cross, M. 1991. ‘'Aristotle and business writing: why we need to teach

persuasion'. Bulletin of the Association for Business Communication,
54.1: 3-6.

Gilsdorf, J.W. 1991. 'Write me your best case for...... . Bulletin of the
Association for Business Communication, 54,1: 7-12.

Hilton, C.B. and Others. 1989. 'An experimental study of the effects of

style and organization on reader perceptions of text'. Jowrnal of Business
Communication, 26,3: 255-70.

Killingsworth, M.J. 1989. 'How to talk about protessional
communication: metalanguage and heuristic power'. Journal of
Business and Technical Communication, 3,1: 117-25.

Leonard, D.J. and Gilsdord, J.W. 1990. 'Language in change:
academmics' and executives' perceptions of usage errors'. Journal of
Business Communication, 27.2: 137-58.

Milliman, R.E. and Decker, P.J. 1990. 'The use of post-purchase
communication to reduce dissonance and improve direct marketing
effectiveness'. Journal of Business Communication, 27,2: 159-70.

Motes, W. Hilton and Fielden, J. 1992. 'Reactions to lexical, syntatical
and text layout variations of a print advertisement'. JBTC, 6,2: 200-223.

Shermis, M. 1991. 'Persuasion: Recent ERIC citations'. Bulletin of
the Association for Business Communication, 54,1: 52-53.

Vawdrey, C. 1991. 'The relationship between students' knowledge of
basic grammar and punctuation principles and the ability to apply those
principles when editing and writing business documents'. PhD thesis, Urah
State University.

12




1.1.6 Gender

Corbett, M.Z. 1990. 'Clearing the air: some thoughts on gender-neutral
writing'. IEEE Transactions on P/mfessional Communication, 33,1:  2-6.

DiPrete, T.A. and Whitman, T.S. 1988. 'Gender and promotion in
segmented job ladder systems'. American Sociological Review, 53: 26-40.

Fagley, N.S. and Miller, P.M. 1990. 'Investigating and reporting sex
differences: methodological importance, the forgotten consideration’.
American Psychologist , 45: 297-98.

Gerhart, B. 1990. 'Gender differences in current and starting salaries:

the role of performance, college major, and the job title'. Industrial and
Labor Relations Review, 43:418-33.

Glick, P.C. Z. and Nelson, C. 1988. 'What mediates sex discrimination

in hiring decisions?'. Journal of Personaliry and Social Psychology,
55: 178-86.

Goldin, C. and Polachek, S. 1987. 'Residual differences by sex:

perspectives on the gender gap in earnings'. American Economic Review,
77,2: 143-51.

Gordon K.M. 1988. 'Do we deserve professional status?' Technical
Communication, 35:268-74.

Halterman, C.C., Dutkiewicz, J. and Halterman, E. 1990. 'Males and
females in the workplace: gender bias among self-regulating work teams’.
Inner Worlds, Outer Worlds: Business Communication in the Nincties,

Ed. Sam J. Bruno. Proceedings of the S5th Annual Convention of the
Association for Business Communication 7-10th Nov University of Houston
- Clear Lake, 137-50.

Kenton, S.B. 1989. 'Gender differences in business and management
communication'. PhD thesis, Emory University.

Kenton, S.B. 1989. 'Speaker credibility in persuasive business
communication: a model which explains gender differences. Journal
of Business Communication, 26,2: 143-57.

Kay, M. 1989. 'Interpersonal Conflict in Collaborative Writing: what
we can learn from gender studies'. JBTC, 3,2: 5-28.

Mandall, B and Kohler-Gray, S. 1990. 'Management development
that values diversity: unbiased sclection of management candidates’.
Personnel, Mar: 41-47.

13
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1.1.7

Nielsen, E. 1988. 'Linguistic sexism in business writing textbooks'.
Journal of Advanced Composition, 8,1-2: 55-65.

Olion, J.D., Schwab, D.P. and Haberfeld, Y. 1988. 'The impact
of applicant gender compared to qualifications on hiring recommendations’.
Organizational Behavior & Human Decision Processes, 41: 180-95.

Solomon, C.M. 1990. 'Careers under glass: barriers to advancement'.
Personnel Journal, April: 96-105.

Sorensen, E. 1989. 'Measuring the pay disparity between typically
female occupations and other jobs: a bivariate selectivity approach’.
Industrial and Labor Relations Review, 42: 624-39.

Sterkel,K.S. 1988. 'The relationship betwen gender and writing style in

business communication'. Journal of Business Communication, 25,4:
17-38.

Tebeaux, E. 1990. 'Toward an understanding of gender differences in

written business communications; a suggested perspective for future
research'. JBTC, 4,1: 25-43.

Veiga, N.E. 1989. ‘'Commentary: sexism, sex stereotyping, and the
technical writee'.  Journal of Technical Writing and Communication,
19:277-83.

Wood, M. 1966. 'The intluence of sex and knowledge of communication
effectiveness on spontaneous speech'. Word, 22:1, 2, 3: 112-37.

Applied Studies

Baker, T. 1992. 'Collaborating the course: organized flexibility in
professional writing'. JBTC, 6, 3: 275-284.

Barbour, D.H. 1989. 'The practice assignment'. Bulletin of the
Association for Business Communication, 52,1: 23-24.

Barker, R.T., et al. 1991. 'Use of overhead transparencies in
collaborative business writing'. Bulletin of the Association for Business
Communication, Dec, 54,4: 67-70.

Beard, John D., Jone Rymer, and David L. Williams. 1989. 'An
assessment system for collaborative - writing groups: theory & empirical
evaluation'. JBTC, 3, 2: 29-51.

Belanger, K. and Greer, J. 1992. 'Beyond the group project: a blueprint
for a collaborative writing course'. JBTC, €,1: 99-115.




Bhatia, V.K. 1991. 'A genre-based approach to ESP materials'.
World Englishes, 10,2: 153-166.

Bolton, H. 1991. 'Business correspondence in foreign language
instruction - interactive and intercultural premises of computer-aided
language training'. Zielsprache Deutsch, Apr-June, 22,2: 93-98.

Hebert, M., 1991. 'My favorite assignment'. Bulletin of the Association
Sfor Business Communication, 54,3: 62-72.

Javed, M.L. 1991. ‘Integrating computers in a business report writing

class'. Bulletin of the Association for Business Communication, 54,2: 22-
23.

Lecker, M.J. 1990. ‘Integrated skills reinforcement in business
communication at Rockland Community College'. BEd dissertation.
Columbia University Teachers College.

Long, J.E. 1989. 'A study of the effect of individually guided
instruction and traditional instruction on achievement of college-level
business communication students in the basic writing skills'. BEd
dissertation, Temple University.

Loughman, T. 1991. ‘Activating students to generate report topics (my
favourite assignment)'. Bulletin of the Association for Business
Communication, Mar, 54,1: 29,

Mitchell, R. B. 1988. 'Integrating the development of interpersonal,
listening, speaking, and written communication skills - concluding the
business communication course with realism'. Bulletin of the Association
for Business Communication, 51,2: 27-29.

Mulvihill, P.  1990. . 'So that's who you are: an exercise that moves
students from "I" to "You" in persuasive writing (my favourite assignment).
Bulletin of the Association for Business Communication, 53,3: 57-59.

Reep, D.C. 1989. 'Report writing for social workers: special
needs in the business communication course'. Bulletin of the Association
Sor Business Communication, 52,1: 29-31.

Shaw, G. 1992. 'Using literature to teach ethics in the business
curriculum'. JBTC, 6,2: 187-199,

Speck, B.W. 1989. 'Ethics: a bridge for studying the social contexts of
professional communication'. Journal of Business and Technical
Communication, 3,1: 70-88.




1.2.

1.2.1

Stewart, D.C. 1988. 'Collaborative learning and composition: boon or
bane?'. Rheroric Review, 7,1: 58-83.

Tebeaux, E. 1990. ‘Technical writing for English majors: discourse

education for the information age'. Teaching English in the Two Year
College, 17,3: 197-208.

Thompson, S. 1991. 'Needs analysis in LSP: research-based
approaches', in Braecke, C and Cuyckens, H (eds.), 'Business
communication in multilinguai Europe: supply and demand'. Proceedings of
the 1990 ENCoDe conference at UFSIA. University of Antwerp, 239-249.

Yu, E.O. 1988. 'Developing persuasive strategies: a different approach

to the job application assignment'. Bulletin of the Association for Business
Conuvnunication, 51,2: 24-25.

ORAL BUSINESS COMMUNICATION

General

Ashley-Sloan, J.P. 1990. ‘Interpersonal public relations: hope for
the 1990s in international business'. MS thesis, San Jose State Universiry.

Ashley, L.R. N. 1990. 'Merger most foul: naming in corporate
America'. Connecticut Onomastic Review, 3:1-7.

Ball, R. 1989. 'The French retail trade versus the English language'
Modern Languages, 70,4 196-201.

Beedham, C. and Charles, D. 1985. 'The language of management case
studies: discussion'. Special Language Fachsprache, 11,3-4: 135-140.

Couture, B. 1992, 'Categorizing professional discourse'. JBTC,
6,1: 5-37.

Drew, A. 1990. 'Conversation Analysis: Who needs it'. Texr, 10,1:
27-35.

Fenner, A. 1990. 'Lingua Anglica: the emergence of international
business English'. Language International, 2,1: 14,

Graesser, A.C., Roberts, R.M. and Hackett-Renner, C. 1990.
'Question answering in the context of telephone surveys, business
interactions, and interviews'. Discourse Processes, July-Sept,
13,3: 327-48.
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1.2.2

Green, D.J. 1987. 'Major business communication challenges and
their importance as perceived by members of the Association for
Business Communication'. Ed.D. thesis. Urah Stare University.

Haberland, H. 1989. ‘Whose English, Nobody's Business'. Journal
of Pragmatics, Dec, 13,6: 927-938.

Harrison, M. and Phillips, B. 1991. ‘Strategic decision-making: an

integrative explanation'. Research in the Sociology of Organizations,
9: 319-358.

Honkasalo, L. 1990. 'Control-systems and production management'.
Semiotica, 78,1-2: 151-161.

Kent, T. 1989. 'Beyond system: The rhetoric of paralogy’. College
English, 5,5: 492-507.

Limback, R. 1992 'Language skills: can a value-added approah make a
difference'. JBTC, 6,3: 300-306.

MacLeod, A. 1991, 'Descriptive and comparative analysis of the verbal
communication patterns of bank mangers'. Dissertation Absiracis
International: The hunianities and social sciences, 52,1: 22-A.

Maddox, M. E. 1989. ‘First-line managers/supervisors' perceptions and
business communication faculty's perceptions of communication skills

needed by first-line managers/supervisors'. Ed.D. thesis. University of
Georgia.

Pickett, D. 1989. 'The sleeping giant: investigations in business
English'. Language International, Jan-Feb, v1, 1: pS-12.

Sinderman, G. and Horsella, M. 1989. 'Strategy Markers in Writing'
Applied Linguistics, 10,4:438-446. '

Spilka, R. 1990. ‘'Orality and literacy in the workplace: process
and text-based strategies for multiple-audience adaptation’. JBTC, 4,1: 44-
67.

Webb. R. 1991. ‘Selling in a foreign language'. The Linguist, 30,6:
182-183.
Meetings

Charlotte, L. 1991, 'What's next? The social and technologics'
management of meetings'. Pragmatics, Sept, V1,3 297-317.




1.2.3.

1.2.4.

Neidermeier, P. 1989. 'A study of communicative patterns in the
development of small decision-making groups'. Dissertation Abstracts Int.
May, 49,11: 3350-A-3351-A.

Pearson, B. 1988. 'Power and politeness in conversation: encoding of
face-threatening acts at church business meetings'. Anthropological
Linguistics, Spring, 30,1: 68-93.

Pearson, B. 1989. 'Role-ing out control at church business meetings:
directing and disagreeing'. Language Sciences, 11,3: 289-304.

Williams, M. 1988. 'Language taught for meetings and language used
in meetings: is there anything in common'. Applied Linguistics, 9,1:
45-58.

Negotiations
DaSilva, R.J. 1988. 'Problems of language and communication in
international negotiation: a perspective from the private sectors, Report

of sixth annual conference on language and communication (New York).

Francis, G. 1986. 'Some structures of negotiation talk’. Language in
Sociery, 15: 53-80.

Lampi, M. 1990. 'Linguistic strategies and the company agenda’.
Paper presented at World Congress of Applied Linguistics, Thessaloniki,
Greece.

Neu, J. 1986. "American English business negotiations: training for non-
native speakers". ESPJ, 35.1:41-57.

Effectiveness and response

Bilmes, M 1988. 'The concept of preference in conversation analysis'.
Language in Sociery, 17: 161-81.

Clayn. . 1988. 'Displaying neutrality in television news interviews'.
Social Problems, 35,4: 474-92.

Myers, G. 'Pragmatics of politeness in scientific articles'. Appled
Linguistics, 10,1.

Rubin, D.H. 1991. ‘'Effects of accented speech and culture-typical
compliance-gaining style on subordinates expressions of managers'.
International Journal of Intercultural Relations, 15,3: 267-283.




1.2.5

Winsor, D.A. 1990. 'The construction of knowledge in organisations:
asking the right questions about the challenge'. JBTC, 4,2: 7-20.

Zahn, M. 'Face-to-Face communication in an office setting: the effects

of position proximity and exposure'. Communication Research,
18,6: 737-754.

Zappen, J.P. 1989. 'The discourse community in scientific and
technical communication: institutional and social views'. Journal of
Technical Writing Communication, 19,1: 1-11.

Applied Studies

Alderdice, P.C. 1990. 'An analysis, classification, and synthesis of
research relative to business communication instruction, 1968 through
1985 . PhD thesis, Indiana Universiry.

Alexander, R. 1991. 'Teaching business English for communication’.
Zielsprache Englisch, 24,4: 9 - 14.

Aplin, G. 1988. 'Languages for vocational purposes'. BJLT, 26,1: 18-
25.

Ash, E. 1990. ‘'Using stockmarket games to promote LSP skills.
Universite Libre de Bruxelles Rapport d'Activate's de I'Institur de
Phonetique, 25: 49-68.

Brandt, J.E. 1989. 'The relative effectiveness of audio-taped feedback
on student achievement and student satisfaction in business communication'.
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S. BUSINESS ENGLISH CORPUS

Chris Kennedy (CELS) and Martin Hewings (EOSU) have started work on
the collection of a Business English Corpus. So far textbooks and journals
of the sort used by MBA students have been put on the language database.

It is hoped that over the long-term the corpus will be extended to include
other sources of Business English, both spoken and written, and that the
corpus will provide a research resource for MA and PhD students.

If you are interested in contributing to the corpus or would like further
information, please contact CELS in the first instance.
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Appendix 1

SURVEYED JOURNALS

L. Language-orientated

Applied Linguistics

Bulletin of the Association for Business Communication (BABC)
Communication Research

ELT Documents

ELT Journal (ELTJ)

English Language Research Journal (ELRJ)

English Today

ESP Journal (ESPJ)

Internationa' Journal of the Sociology of Language (IJSL)
ITL Review of Applied Linguistics

Journal of Advanced Composition

Journal of Business and Technical Communication (JBTC)
Journal of Linguistics

Journal of Pragmatics

Language International

Language and Society

Language in Society

Language Sciences

Language Teaching Abstracts/Language Teaching
Modern Language Journal (MLJ)

RELC Journal

Semiotica

System

TESOL Quarterly

The Linguist

World Englishes

Written Communication

(Most of the research was found in the Journal of Business & Technical
Communication and the Bulletin of the Association for Business
Communication).

II. Business-orientated

Agency Sales Magazine
Business and Economic Review
Business Credit

Business Horizons

Business Insurance

Business Marketing
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Communication World
Computerworld

Economic Perspectives

Fortune

Industrial and Commercial Training
International Journal of Advertising
International Trade Forum

Journal of Business Communication
Journal of Business Ethics

Journal of Business Research
Journal of Business Strategy
Journal of Marketing

Journal of Property Management
Manage

Management Communication Quarterly
Management Review

Marketing

Negotiation Journal

Office

Office Systems

Practising Manager

Sales & Marketing Management
Small Business Reports
Supervision

Supervisory Management
Successful Meetings

Working Woman
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Appendix 2

SOURCES

1. CD-ROM NETWORK DATABASE:

a. ABI/INFORM Basics
b. Dissertation Abstracts Basics
c. MLA International Bibliography/Humanities Index

XS]

Computer catalogue (subject catalogue) of the University of Birmingham

3. "ERIC" Database
4. Linguistics and Language Behavior Abstracts (LLBA)
5. Sociological Abstracts
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APPENDIX 3

Key words used during the compilation of the bibliography on the CD_ROM
network database

A. MLA
No abstracts are given by this database.

L. business and communication/47 articles/
2. [1] and business letters /4/

3. [1} and report writing /1/

4, [1] and management reports /3 out of 4 art. (3/4)/
5. [1] and effective writing /1/

6. [1] and effectiveness and language (6/8)
7. [1] and language and meetings (5/7)

8. [1] and language and speech (3/5)

9. [1] and language and barriers (9/22)

10. [1] and language and discourse /0/

11. [1] and meetings /0/

12. [1] and decision making /0/

13.  [1] and pragmatics /0/

14. [1] and telephone skills /0/

15. [1] and presentations /0/

16.  business and presentations and language (5/27)
17.  business meetings /49/

18.  [17] and language /0/

19. [17] and decision making /5/

20.  [17] and pragmatics /0/

21.  [17] and problem solving (1/3)

22. [17] and style (1/2)

23.  [1] and writing /0/

24. [1] and skills /0/

25.  business and language /916/

26. [25] and professional standards /0/

27. [25] and skills /129/

28.  [27] and writing /13/

29. [27] and speech /7/

30.  business and non-verbal communication/0/
31. (171 and minutes /5/

32. [17] and agenda /0/

33.  [1} and selling and buying /0/

34.  selling and buying /623/

35. [34] and language /12/

36.  [1] and professional development /0/

37. [25] and professional dev. /0/

38. [1] and leaflets /0/

39. [1] and job interviews /0/
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40. [1] and memo or memoranda or memorandum /10/
41. [1] and memo or memoranda or memorandum /10/
42.  business and negotiations and language /8/

DISSERTATION ABSTRACTS DATABASE

B.1. BUSINESS COMMUNICATION
Research found in groups:

- Language and linguistics /1/
- Education /10/32/
- Language and arts (2/39) /

ERIC DATABASE

BUSINESS COMMUNICATION
[1] and letters (38/42)

[1] and memos /337/

[3] and teaching /4/

{11 and spoken discourse /4/

[1] and written discourse /19/

f1] and meetings /3/5/

business and negotiation /7/

00 OB L) —

XXX

28




